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FINANCE SUPERVISOR  
 
S U M M A R Y  
Manages monthly employee payroll, weekly accounts payables, budget support and financial reporting 
and various accounting functions for Mid-Columbia Libraries (MCL).    Based on projects and programs 
assigned, will supervise union and non-union employees to achieve satisfactory conclusion of such 
projects and programs. 
 
 
E S S E N T I A L  F U N C T I O N S 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 

1. Performs all monthly payroll functions for MCL; ensures the accuracy of payroll and that payroll 
timelines are met including reconciliations, associated monthly reports and state and federal 
reports. 

 
2. Calculates employee pay and overtime and processes various employee deductions, including, 

but not limited to wage garnishments, retirement contributions, benefits withholdings, 
insurance, and union dues. 
 

3. Processes payroll, researches and resolves discrepancies and errors, ensuring system 
calculations are accurate.  Reconciles and posts payroll information to the general ledger.  
 

4. Oversees employee leave accruals and accrual totals. 
 

5. Prints and distributes checks and advices.  Creates and transmits files to the bank and benefits 
providers. 

 
6. Calculates, reviews, prepares and processes payments to appropriate agencies for funds 

withheld from paychecks including healthcare benefits, payroll taxes, retirement contributions, 
and garnishments; reconciles and pays healthcare billings monthly. 

 
7. Prepares comprehensive federal and state quarterly and annual reports (i.e. quarterly IRS 941’s, 

Employment security, excise taxes, Washington State Paid Family Medical Leave (WAPFML), and 
annual W-2’s).  Compiles and organizes payroll-related data and prepares reports and 
summaries requested. 

 
8. Administers automated timekeeping system; updates, troubleshoots; and trains library 

managers and supervisors in use of the system.  Answers questions and resolves issues related 
to the use of the system. 
 

9. Establishes rate and table files for Payroll system administration. 
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10. Processes weekly accounts payable, monthly payables, credit card payments and reconciliation, 

and 1099 forms.   
 

11. Posts branch cash deposits to the general ledger.   
 

12. Acts as a liaison with Franklin County Treasurer’s Office, and the Library’s commercial banks for 
issues relating to cash receipts and disbursements, electronic fund transfers, and fund balances 
held by the county.  Administers positive pay files for check payments. 
 

13. Oversees customer debt write-offs; coordinates with the State on unclaimed property; issues 
related correspondence. 
 

14. Oversees contract renewals, business licenses, insurance and federal ID number renewals. 
 

15. Provides budget support to the Finance Director. Maintains department records and prepares 
various reports, surveys and financial statements. Responds to public records requests.  

 
16. Plans, prioritizes, assigns, supervises and reviews the work of assigned staff inclusive of union 

contract employees to ensure efficient and effective operations; participates in the selection of 
Finance Department staff; provides or coordinates staff training; provides leadership to the 
work team; works with employees to correct deficiencies; resolves a wide range of routine and 
non-routine personnel issues and difficult situations inclusive of union contract enforcement 
and adherence matters; implements discipline and termination procedures. 

 
17. Supervises and directs the work of assigned personnel inclusive of union contract employees to 

ensure that finance services meet objectives of the strategic plan and annual work plans.  
Develops work unit objectives and monitors progress and adjusts work plans as appropriate. 
Reviews and evaluates work products, methods and procedures.   Recommends and administers 
policies and procedures. 

 
18. Prepares work schedules and timesheets utilizing time and attendance software program; plans 

and prioritizes daily work assignments; provides instruction and direction as required. 
 

19. Conducts performance appraisals of assigned personnel inclusive of union contract employees. 
 

20. Attends meetings and participates in various committees.  Keeps current with industry 
standards, records retention schedules and other continuing education by attending workshops, 
conferences and educational programs. 

 
21. Functions as person in charge when Finance & Business Director is absent. 

 
22. Under fills for any subordinate position as needed. 

 
23. Performs other duties as assigned. 

 
 
S U P E R V I S O R Y  R E S P O N S I B I L I T I E S  
Receives general direction from assigned management.  Exercises direct supervision over Finance 
Specialist. 
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E D U C A T I O N  A N D  E X P E R I E N C E  R E Q U I R E D  
 

1. Bachelor of Arts/Science degree with major course work in accounting, finance or business 
preferred. 

 
2. Three years of related experience, including experience using automated payroll and accounting 

systems. Lead or supervisory experience desirable. 
 

3. Or equivalent technical training, education, and/or experience.  
 
 
C O M P E T E N C I E S  
 

1. English usage, spelling, grammar, and punctuation. 
 

2. General office procedures and practices. 
 

3. Principles and procedures of governmental accounting, payroll administration, auditing, and 
record keeping. 
 

4. Federal and State payroll reporting requirements. 
 

5. Automated payroll and accounting software applications. 
 

6. Principles and practices of supervision, including Human Resources policies and procedures. 
 

7. Current office methods, equipment, practices and procedures including PC usage and 
proficiency using Microsoft Word, Outlook, Excel, and Power Point, reporting systems, and web-
based searching. 

 
Skill in: 
 

1. Analyzing problems, resolving problems and dealing with unique situations. 
 

2. Using independent judgment and discretion in a wide variety of situations. 
 

3. Effective written and verbal communications. 
 

4. Typing, word processing or entering data at a speed and accuracy level necessary for successful 
job performance. 

 
5. Developing and maintaining good working relationships. 

 
Ability to: 
 

1. Gain thorough knowledge of MCL’s policies, procedures and programs. 
 

2. Represent MCL in a positive, responsive manner to the Library Board of Trustees, staff, public, 
volunteers, and supporters. 
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3. Apply and adapt established accounting principles and procedures to a variety of MCL fiscal and 
payroll applications. 

 
4. Interpret and apply accounting and fiscal-related laws, ordinances, rules, regulations, policies 

and procedures. 
 

5. Analyze data and draw logical conclusions. 
 

6. Supervise union and non-union employees. 
 

7. Establish priorities and organize workload; manage time effectively and remain on task despite 
interruptions. 

 
8. Exercise initiative and independent judgment in a wide variety of situations. 

 
9. Establish and maintain a pleasant and productive working atmosphere and maintain composure 

and work under the stress of handling several tasks at one time. 
 

10. Keep all relevant parties informed of all major issues and to recommend changes as appropriate. 
 

11. Work and communicate effectively with diverse staff in order to accomplish library goals and 
objectives. 

 
12. Operate relevant computer systems, including the automated accounting and payroll systems, 

PC hardware and software and office machines. 
 

13. Obtain a valid Washington driver’s license. 
 
 
W O R K  E N V I R O N M E N T  A N D  P H Y S I C A L  D E M A N D S 
 

1. Normally seated, standing or walking at will. 
  

2. Normal physical activity including some bending, pushing, pulling, and lifting and carrying, which 
may range up to 45 lbs. upon occasion. 

   
3. Keyboarding and working at a computer monitor for extended periods required. 

 
4. Phone usage, reading, speaking, and listening required. 

   
5. Interaction with library system staff, other agencies and organizations, or vendors will be 

necessary to resolve situations or problems. 
 
 
F L S A  &  U N I O N  S T A T U S :  Exempt, Union Position 
 
P A Y  G R A D E :  Union Grade 4 
 


